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POSITION DESCRIPTION
PUBLIC AFFATRS SPECIALIST
(PUBLIC ACCESS COORDINATOR).

65-1035-13

Introduction

The public affairs specialist serves as “public access cocrdinator” in
the Office of Public Affairs. Responsible for the operation of two of
the Region’ s main communication tools, this position helps ensure that
the public is able to gain easy access £o EPA information. Because the
0ffice has taken a lead role in making BAgency information avallable,-
the public access ccordinator works closely with other
offlces/d1V1510ns, other Regions, and Headquarters on - publlc—access

. issues.

-

The efficient operation of the Office’ s communication tools is vital,
as they are often the public’ 3 only contact with the ARgency. Making

the public’ s contact with EPA as pleasant and productive as possible
is one of the public access codrdinator s critical responsibilities. -

. ' . -
s » LA - . PO

- Major Duties and Responaibilities
World Wide Web

Manages the Office’ s World Wide Web (WWW) efforts that provide the
public, the regulated community, State and local officials, and EPA
employees (both in the Region and elsewhere} with access to regional
information materials wvia the Internet, Works with other EPA,
Regional, and’ State/local organizations to decide the best ways for
posting and organizing ‘materials. Evaluates the effectiveness and
efficiency of the Web site and makes recommendations for lmprovement.
Develops regional policies, for Web content and participates in the
development of Agency policies for Web content.

Specific examples of Web activities include: : .

. Coordinate &evelopment of Region-wide WWW.site, developing new
site content as needed

L Assist other Regional staff in developing and maintaining Web
content, providing extra assistance to Regional teams

. Maintain and develo? Office of Public Affairs Web pages

L Respond to lnqulrles from the publlc regarding the Reglon 5 Web
site

] Lead cross-divisional workgroup of régionab Web develdpers
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& Coordinate .with EPA Headquarters, regional offices, and other
agencies to leverage resources and ensure guality and consistency

e Oversee development and refinement of regiomal policies on
Internet/World Wide ¥Web communication

s Provide input and comment in the development of Aqenéyuwide
policies

& Coordinate product review for regional Web pages

&

Determine the need for and develop new electronic communication,
tools as appropriate

BEnvirenmental Botline

The public access coordinator manages the Office’ s Envircnmental
Hotline. The Hotline is a toll-free telephone number for the public to
call when they have guestions or concerns about the envirommént, the

_'EBA,, ox any number of other topics. The. Hotline is also responsible

for distributing. Agency publications and other materials, for
maintaining an adegquate stock of popular decuments, and for
maintaining the Offiece’ s publication storeroom. Although the Hotline
i5 generally staffed’by 2-3 SEEPR employees {and sometimes by interns

" and student aides), the public access coordinator has the major

responsibility for the efficient operation of the Hotline. Public

access coordinator must have detailed understanding of the Hotline=-
staff dutiés. ‘ . '

Specific examples of, public access coerdinztor’ s Hotline
responsibilities include: -

& .Manage grants for Hotline staff

® Interview, hire, and train Hotline staff

B pevelop work schedules and approve leave for Hotline staff

& Oversee activities of SEEP and other grant employees (i.e.,

. interns’ atC. } N .. e £ e s i .

& Develop and revise policies and procedures for the operation of
the Hotline ' ' :

[

................................ As appropriate, approve of written correspondence leaving Office

Other Dutiss

Develop base knowledge of emerginggfechnical, regulatory, and policy
issues NS

r
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Determine the need for information materials to support Agency
programs and initiatives

Evaluate the impact anpd effectiveness of communication plans and
advise management if efforts should be discontinued, emphasis changed,

or coverage expanded in improving communlcatlon between EPA and
- various audiences.

Factor Evaluation Statement Factors

Factor 1~8: Knowladge (1550 points)

.

L

Mastery of the principles, methods, practices, and techniques of
communication that enables the public access coordinator to function
&s a technical authority within the Region. This includes: .
.Skill in developing materials designed to encourage affected .
publics to adopt positions on a variety of issues when such
policies have been determined as a result of a broad involvement
of lnterested or concerned lnd;vzduals or groups in the decision-
making process;
Skill'in establishing and maintazining working relationships with
a variety of publics, some of whom have opposing points of view
- from the organization and where the specialist must defend the

developed pelicy or point of view in the face of heavy criticism
in unstructured settlngs,

Skill in analyz;ng and .developing recommendations, or training
others to do so, from a wide array of conflicting and divergent
input from many publics and arriving at a positiocn acceptable to
most of the participants.

' Knowledge and understanding of World Wide Web'development tools and
practices is necessary for the development cof professxonal effective

information materidls and for ass;stlng other staff in the development
of the same.

Skill to plan, organlze, and dxrect workgroups and- to- negotlate—“-~
effectively with management to accept and implement recommendations,
where the .proposals involve substantial Agency resources, reguire
extensive changes in established procedures, or may be in conflict

with the desires of the activity studied. .

Knewledge of the functional components'of the Region, Headguarters
offices, States, and local agencies is needed to effectively respond
to public inquiries. Knowledge of the range of environmental and

administrative laws, policies, regulations, znd precedents is also
necessary.

11/24/00 . 7 3 0f 5




Factor 4-5: Complexity {325 points)

Skill in training staff about Agency regulations and policies.

Skill in assigning, directing, and monitoring work of the Hotline

staff, ensures that tasks are appropriate and reasonable for the

experience of the employees.

Kaowledge of Agency policies governing the ‘development of Web and
other outreach materials. Serves as a resource for other public
affairs specialists and Web developers.

Facter 2-4: Superviscry Controls (450 points)

The supervisor establishes, in consultation with the employee,. the
overall objeckive of the work assigned.

The public access coordinator carries out assigmments independently,
resolving most conflicts which arise, coordinating the work with
others as reguired. Interprets policy and regulations independently,
guided by the established objectives of the assignment. Methods to be

used and approaches to be taken are normally determined by the
employes. ’ : .

-

¥

" rhe emplovee’ 3 work is .considered technically socund. Program

effectiveness is assessed in terms of results achieved in gaining
understanding of the Agency’ s programs. -

Faétor 3~4: Guidelines (430 points)

Guidelines consist of Qrganizationai and departwental policy
statements which are of a general nature and of limited use in
specific situations. The public access coordinator uses
resourcefulness and initiative in establishing new communication
approaches within the context of established policy.

Because of the nature of the public access coordinator s duties, and
the rapid changes in computer and communication technology, guidelines
may not exist or may need to bhe modified. The public access "
coordinator must work with regional management to develop pew policies
and guidelines in some such cases. In some cases, the public access
coordinator will use experience and expertise to determine when it is
necessary to deviate from existing pelicy in order to better -
communicate thé Agency’ s message and information.

*

Assignments incliude planning, implementing, and evaluating the
regional public affairs program invelving development of written
information materials to encourage adoption of organization programs:
making oral presentations to encourage organizations {national, State,
and local} to convey suppert of policies to their members; and
developing recommendations from an analysis of public input on a wide
variety of program and policy lssues.
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Decisions regarding what needs to be done inciude determining the type
of approach to use in gaining understanding from various publics of
programs, development of modified methods in achieving communication
goals and evaluating public input while considering the conflicting
and divergent views .of many programs and policies held by the varlous'
publics.

Pactor 5-5: Scopa and Effect (325 points)

The purpose of the position is to provide direction,and expert
technical advice in communicating the Regionfs and the Agencies
programs and policies te the public, te assure that public health and
the environment are protected.

The work results in assuring that those individuals and groups ,
impacted by programs have the opportunity to provide input on the
policies developed. The efforts of the work affect the recreational,
social, and economic. aspects of the lives of a large number of people.

Factor 6-3: Personal Contacts {60 points)

Personal contacts are with the general public, representatives of
national, State, and local organizations interested in the Region’ s
programs, members of the news media, and program officials within the -
Headquarters and regional structures. Contacts occur on a non~routine

. basis and involve meaningful exchanges of views and information.

Factor 7-3: Purposb oé Contacts (120 points)

-Purpose of contacts with representatives of the news media is to
obtain cooperation in disseminating information concerning the
organization’ s programs. Contacts with natxonal, State, and local
organizations are to: obtain their input on issues; encourage. these
groups to communicate such issues to their members to develop
widespread understanding of the work ¢of the organization; and clarify
new or revised programs. Contacts with the general public are te
respond to their inguiries about a wide range of env1ronmental and
public ‘health issues.

Factor 8: Physical Demands (5 points)

The work is sedentary. Requires long hours in front of computer, =

Factor 9: Work Environment (S points] -7 B

The work is performed in an office setting. There is occasmonal
"travel.

1

S 11/24/00 o o, 5 of 5




e

= S lw rDrrn B2

o b!f e of Perspnnst Managornont
FPH! Supp. 296-33, Subch. 3

0

;»'PART-AH Requestmg Office [Alsocomplets Part-B.-Hems: T, .7:22532; 33,2361 gj& 5] igé ey

1. Actions Rogl

RECRUIT Pubhc Affairs Spor.mhsl (PFT)

RN

3. For Addibonal Information Call iName antt Telephone Numbery
chr Keiley, 3-1159

\%

on'f

ction Boguasted By (Typed Name, Title, Signature, and Reguest Dste)

5. A
Jcﬂ' Kelley, Chicf Public Informatipn-and Education Sectign, Offzce of
Public Affairs -q:— A

U

" [PART.B~For Preparation of:SF.50 {Use.only.codps'i. FP?H Siipplemi

- Toast, First, Mg H 5 Socal Socurty Fuabt “T3. Deve ot Bath 3. uc:tm:Dm - P
rﬁé% Vi . ‘HM-EXT i1 07 50l
FIRST ACTION: J . CSRREE "TSECONDACTION' - RS
?T. [N o af ‘{’ B.A. CodofB-B, Naturs of Acton i
l\ Sﬁ\ 4 vty :
f 6-C. Codo) 6+D. Legal Authority D
g&?rg}eﬂF Lngalﬁj:hcﬂ IDLC;QI rr:a.cw e#i.egamu&miw @O}i;{%
] W L1 {IT o
©O02 O
: Posmtion 1itie snd Number Naas , th, Il Posibon 1ntle anc humber
Public Affairs Specialist
Iﬂgormﬂjnaﬂ HQK\Q&AW‘U\% %QLLC\L@!(‘ N3104XP
Q. Code] 10.Grade or Love] 1 1.5tep of Rata[12, Total Salary 13.Pay Basis 18, Pry i‘!-.Occ- 18.5inde of Leve] £9.51ep or Rabej 70, Total _Sahry/Awﬂd Z1. Pay
< oS Plhas | 1B l PA
12A. Basic Pay 12E. Lotany Aok 2T, Ady Gatic Fay |12D. Other Fay | |20A. Bosk: Fay | 208, Locainy Ad], | 20C. Adj. Busic Pay J20D. Othor Pay

14. Mams and $ocation of Position”s Qupanization -

22, Namwo and Location of Position's Organtzation

U1.S. EPA Region § Office of Public Affairs

‘ Public Information and Eduecation Section
q{os ‘] %LLOQ Chicago, Ilinois
-G og‘( 5’2/0 2
‘EMIPLOYEE DATA_ R :
T VEERNE Prelercrce 2 (T e Rty Ush 25 VRGBT T f_' |
1 = Hona 3 » JO-PoinUDixabrity § « YO-Pont/Othes G-Tones 2~ Condisona ]

TTTT] 2-5Pom e- 1oPontCompensatie 6 10PewCompeno 0% | | 1-Pemanent 3xlodefiie [ | I Jves [ Iwo
27 FGH - 28, Annuatant Indicetor ) 29. Pay Rate Doteaninsst
30. Rofiroment Pan TN Borvics G, Dats Rais) |52, WoIK SChoduio 1T FAA- TS Fows Far

Brweckly
} ] Pay Porod
'POSITION, DATA ) o il o Lt AN |
47 Foaition Getupied . e g 35“ FES’Acw:m "7 "135. Appropriaton God 37. Bargaining Unjt Status
| : - Excenied Service Py (= | n- E"'N,..,""w‘ — | 0102BOSCYR10IE - 50% / 01 TOSCIDIO3E - 50% | 'Y / f .
38. Doty Staton Cods

.| 38, Duty Station {Qity - County ~ Stete ar Dyerseas Location)

a4,

50: Vatormns Status: 51 Suparvisory

w
N

‘h!USA&Qﬂm

[PARTIC. = Rewews -and Approvals (Not 1o 'be.used by, requestmgmff’ e

1. Office/Funcion . Initials/Signature Date

Office/Funiion

A. ¥

Ao Mo 25101

»

. CQMV/MO 2 oo, 02-/!?«/0;

- L%

e

(s O gkl

b

2. Approval | certify !ay the mxmmumdonﬁufmmsaﬁmehdﬁmﬂm
pmpnsed acgon I m complance stawstory and rcgulatw :cquzm

b%uucs.&\iﬂw

53-118

Sios

OVER

deuons T Te TS A T eable ATer 5155?55
NSN 7540-01-333-6238.




-

L - - %

. r = r .

‘ 7 F o '&"ﬁ‘ ’
[PART-D:-:Remarks by:Requesting:Oiflce. i o : ' I |
{Hoto 10, Supervisors: '-Doywkmwufaédiﬁqmlo{mnﬂ'mhg rnqsonsformacmpluym‘s honationiretiement? E] YES D NG

. If "YES; please state thosa facts on & scpazate shoot end attach o SF 52 T
. v-:" ¥ .
- i Pk, ‘-‘-" - *
- - % * Tk ,""'.‘ : :
. PR T -
- - ¢
v . a NS
. » 'n ,;. M ¥, .

[PARTE ~Employee Resignation/Retirement, , S 3 R
. . Privacy Act Statemant . * )

You are requested to fumish a specific reason for your resignation or and agencies. "to _issue regulations, with Tegard .to employment. of

retirement and-a forwarding address. Your reason may bs considered in individuals in the Federal scrvice and their recards, while section 8506 -

any future decision regarding your re-employment in the Federal service fequires agencies te fumish tha specific -reason for temmination of

- and may alse be used 10 delerning your oligibility for unomployment Federal servico to the Sccratary of Labor or & State agency In

compensation benefits.  Your forwarding address will by used primarily connection  with  sdministration of  uncmployment compensation-

1o wmneil you-copies of any documents you should have of eny pay or programs.
" compensation to which you ars entitled. :
’ The fumishing of this information Is voluntany: however, failurs to

‘This Information is requested under authority of sections 301, 3301, and provide it may result in your not receiving: (1) your ‘copigs of -thosa
8508 of title 5, LLE, Cods, Stttions 301 =nd 3301 suthotize UPM documents you shouid have; {2} pay or other compensation due you; and
i3} any unempioyment compensation bensfits to which you may be
sntitied, : : . ;

1. Reasons for Resigration/Retirement INQ'T-E: Your roasons are used in determining possible unemployment benefits. Picase be spocific and -
avoid generalizations. Your resignationfretirement Is offective at the end of the day « midnight - uniless you specify otharwise.)

2, Effoctive Date|3. Your Signatura 4. Dato Signed 15, Forwasding Address iNomber, Stroet, Gity, State, ZIF Codgl

IPARTE - Remarks JorisE 50 . - - ' - i ]

(34




